
UOVC ~ How to Submit a

Payment Request



Click on the 'Grants' tab
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Find the Grant and click on the

corresponding 'Eye' icon.
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Click on the 'Awards' tab
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Find the Award and click on the

corresponding 'Eye' icon.
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Click on the 'Requests' tab
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Click on 'New Payment Request'
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Enter a Title for the Payment Request.

Click 'Next' to continue.
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Click the 'Search' icon and select an

Internal Approver.
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Select 'I Agree' or 'I Disagree'.
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Click on 'Save'
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Click on the 'Financials' tab
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Click the 'Pen' icons to edit Budget

Categories and fill in the Expense

totals.
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Add all Expenses, In Kind, and Cash

Match totals for the respective quarter.

Once complete, click 'Next' to continue.
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Click on 'Save'

step 14 of 24



Requested amount must be less than or

equal to the budgeted amount. Make

corrections, and then click 'Next' to

continue.
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Click on 'Save'
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Click on the 'Attachments' tab
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Click on 'Add' to upload an Attachment.
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Select the 'Type' of Attachment
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Choose a File to Upload.
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Add a Description.

step 21 of 24



Click on 'Save'
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Click on 'X' to Close the window
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Click on 'Submit Request'
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Your Internal Approver has now received a Pending Task to

approve this Payment Request.

You will then need to log back in, Approve, and Submit the

Payment Request to the Grantor.


